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A classified guide to all major articles and other selected items 
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s a service to our many subscribers who keep back issues of Ad- 

ministrative Management for reference, and as an aid to librar- 

ians, we have published this detailed Index of Features for 1986. 

It lists all major articles appearing this year, as well as selected 
small items from regular departments such as Systems in Action, Execu- 
tive Briefing, Management Perspective and others. 


BUYER’S GUIDE 


AI Marketplace—A brief overview of some of the 
many AI programs, development tools and hardware 
available (Oct., p. 35). 

Copiers ’°87—A comparison chart of selected copiers 
(Dec., p. 17). 

Desktop Calculators 1986: A Comprehensive 
Guide for Managers—(June, p. 28). 

Desktop Publishing Product Round-Up—A sam- 
pling of the many hardware and software products 
available for computer-assisted publishing (July, 

p: 52). 

Electronic Typewriters 1986: A Comprehensive 
Guide for Managers—(Jan., p. 28). 

IVDT Marketplace—The newest products offer 
computing and graphics capabilities, video, voice 
annotation and more (Feb., p. 36). 

LAN Marketplace—An overview of available LAN 
hardware and features such as data transmission 
rates, type of cable required, software bundled with 
the LAN and costs of installation and service 
(Sept., p. 52). 

Long Distance Courier Comparison Chart—A 
comparison chart showing areas served, weight 
limits, rates, delivery guarantees for the major ser- 
vices (Sept., p. 21). 

The Laser Printer Marketplace—A look at the 
similarities and differences of the latest laser print- 
ers (March, p. 45). 

Mail Handling and Sorting Equipment Round- 
Up—A brief overview of some of the latest mail- 
room aids (Aug., p. 32). 

Manager’s Buying Guide to Micrographic Sup- 
plies—A comprehensive list of the supplies needed 
by micrographic departments and the companies 
that manufacture them (April, p. 78). 

Manager’s Guide to Office Paper—(Aug., p. 39). 
New Developments In Computer Furniture—An 
overview of some of the many computer furniture 
choices available to the buyer; by Negash Abdurah- 
man (Dec., p. 45). 

Office Safety and Security Products Round- 
Up—An overview of some of the many products 
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available to protect premises, personnel and equip- 
ment (June, p. 62). 

The PBX Marketplace—An overview of available 
digital PbXs, voice/data terminals, voice messaging 
equipment and peripherals (Jan., p. 45). 

Portable Computers 1986: A Comprehensive 
Guide for Managers—(Feb., p. 50). 

Printers 1986—A comparison chart of most of the 
major printers available in the market (Oct., p. 38). 
Trends in Panels and Partitions—The latest offer- 
ings in cost-effective modular open office space 
dividers; by Negash Abdurahman (Nov., p. 46). 
What’s New in Magnetic Media Storage—A brief 
look at some of the latest methods of storing mag- 
netic cards, diskettes and hard drives (March, p. 50). 


DATA COMMUNICATION 


Choosing the right Telecommunications System 
for Your Office—Outside consultants can identify 
problems, save money when installing new systems; 
by Ron Orazine (April, p. 39). 

Digital PBX—A Network Alternative—Digital 
PBXs may become the ultimate solution to data 
sharing in both local and wide-area networks; by 
M. Jill Paznik (Jan., p. 33). 

Electronic Matrix Switching—The electronic 
matrix switch can be a big help to network managers 
in controlling costs and managing the quality of ser- 
vice in a network; by Francis X. Dzubeck (Data 
Communications, June., p. 70). 

How to Choose a LAN—An overview of the cur- 
rent technologies’ solutions and shortcomings; by 
Joel Levy, Ph.D. (Sept., p. 32). 

IBM’s Token-Ring Strategy—The switch to 
twisted pair of token ring shows that Big Blue does 
listen to prospective customers; by Francis X. Dzu- 
beck (Data Communications, Feb., p. 16). 
Integration—It’s Not Here Yet, But It’s Coming 
On Strong—The obstacles to getting data from one 
computer into the right place in a dissimilar com- 
puter are tremendous, but the pressure to do it is 
also great; by M. Jill Paznik (Nov., p. 38). 

LAN Users’ Report: Who’s Using Which for 


What—Sharing information and expensive periph- 
erals are only two networking benefits. Others in- 
clude increased productivity, improved communica- 
tions and better data control; by Douglas Finlay 
(Sept., p. 45). 

The Missing Connection: Telecommunication 
Services Administration—With dereguiation of the 
industry, it seems everybody has a piece of equip- 
ment or service for your telecommunications needs; 
by Jerome Charles Conrad (Nov., p. 26). 

The Network Manager: A New Role in the Auto- 
mated Office—LAN planning, design and imple- 
mentation requires a new set of administrative skills 
and responsibilities detailed in this article; by 
Michael S. Kleeman (Sept., p. 38). 

A New IBM Product Line Networking Strategy— 
IBM has set forth a product line networking strategy 
for the closing years of this decade; by Francis X. 
Dzubeck (Data Communications, Oct., p. 10). 

One World—One Network—Technical vs. human 
dimensions of information networks; by Erik Mor- 
tensen (June, p. 39). 

What is ISDN?—What is ISDN and why should 
you be aware of it? In the coming decade, analog 
technology may be a thing of the past; by Francis X. 
Dzubeck (April, p. 56). 


DESKTOP COMPUTING 


Add Impact With Graphics—Computer-generated 
art aids presentation comprehension; by Roger Hart 
(July, p. 38). 

Bring on the Clones—The IBM ‘‘clone’’ market 
undergoes changes; by Michael S. Kleeman (Desk- 
top Computing, Oct., p. 66). 

A Busy Manager’s Quick Overview of Computer 
Spreadsheets—How they cut costs and make busi- 
ness decisions easier; by C. Louis Hohenstein 
(Dec: p55). 

Choosing the Right Hardware—When it comes to 
selecting hardware, be sure that what you get is 
really what you need. Avoiding pitfalls is the name 
of the game; by Michael S. Kleeman (Desktop Com- 
puting, March, p. 8). 

Do’s and Don’t’s of Desktop Publishing—Not 
necessarily a revolution in office work, but it can 
make a difference in the way your organization com- 
municates; by John Soat (July, p. 45). 

Future Major Changes May Make IBM Clones 
Obsolete—Having established its market dominance, 
IBM is moving to a closed design that will be more 
difficult to clone; by Michael S. Kleeman (Desktop 
Computing, June, p. 18). 

Insuring Your Computer’s Lifespan—Is longevity 
inherent or premature death inevitable? Contingen- 
cy plans and service contracts may save time, pro- 
ductivity and dollars; by Joyce A. Oliver (Sept., 

p. 57). 

Magnetic Storage Systems—Backing Up Your 
Disk—There are many duplication methods with 
more on the way to preserve vital data; by Michel 
Feuche (Dec., p. 30). 

Making Computers Work Smarter—Artificial In- 
telligence leaves the laboratory and arrives on the 
desktop. Suddenly, AI software is the hot topic; by 
Don S. Johnson (Oct., p. 28). 

Next Generation Personal Computer Database 
Package—A new database package uses artificial 
intelligence to optimize user queries; by David R. 
Brodwin (Desktop Computing, Feb., p. 20). 
Personal Communications—By combining the 
power of your computer with the phone network, 
you can communicate in writing faster than you can 
make a phone call; by Michael S. Kleeman (Desk- 
top Computing, Jan., p. 62). 

Personal Computers Are Not The Key to Office 
Automati Managers too often overlook or even 
ignore the benefits of interaction via information 
sharing; by Doug Woodward (Nov., p. 14). 
Prognostication, Or What Comes Next in Desk- 
top Computing—A close look at Big Blue’s latest 
strategy and what it may mean for Apple; by Michael 
S. Kleeman (Desktop Computing, July, p. 14). 

To Be Backed Up, Or Not To Be Backed Up—Or 
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The Crash of 1986—Best intentions do not recover 
lost data. The wide use of PCs with fixed disk 
storage devices has begun to raise a number of issues 
about application and data backup; by James S. 
Howell (Desktop Computing, April, p. 14). 

Use Your Computer For More Productive Man- 
agement—Properly used, data management pro- 
grams can make office operations more efficient; by 
Richard Ensman, Jr. (Jan., p. 50). 


EDITORIALS 


First Annual Predictions of What’s Ahead in Of- 
fice Automation; by Don S. Johnson, editor (Edi- 
torial, Jan., p. 9). 

In Search of a ‘Standard’ Definition of Standards 
—‘Automation’’ does not necessarily mean the 
same thing for every office. A definition of office 
automation is purely subjective; by Don. S. John- 
son (Editorial, Nov., p. 5). 

Office Automation—Myth, Mystique and Actual- 
ity—There is some form of office automation avail- 
able for just about any size office. The key is deter- 
mining availability for the present while planning 
for expansion in the future; by Don S. Johnson 
(Editorial, May, p. 5). 

Rearranging the ‘Real World—Creatively—One 
way to reduce systems’ complexity is to rearrange 
your thinking about how such systems relate to over- 
ail office operations; by Don S. Johnson (Editorial, 
Sept., p. 5). 

Say ‘Hello’ to Yourself—A reader profile based on 
the answers to a two-page questionnaire answered 
by A/M readers; by Don S. Johnson, (Editorial, 
Oct., p. 5). 

Spread the Word—If the basic business of business 
is information processing, then the basic function of 
managers is communication; by Don S. Johnson, 
(Editorial, Dec., p. 5). 

The Systems Approach to Office Operations— 
Take a ‘systems approach’ is advice we frequently 
hear, but it’s good advice. Particularly if you con- 
sider the entire office as a system; by Don S. John- 
son, (Editorial, March, p. 5). 

Technology—Better Learn to Love It ’Cause You 
Sure Can’t Leave It—Too much high-tech coverage 
or not enough? Have you thanked a microchip to- 
day? Seems we only notice technology when it 
breaks down; by Don S. Johnson, (Editorial, April, 
p. 5). 

The Time Has Come, the Walrus Said—Is it fear 
of the new, or really fear of added responsibility 
without adequate training that causes resistance to 
automation?, by Don S. Johnson, (Editorial, Aug., 
p. 5). 

Where There’s Smoke—There’s Controversy—A 
company-wide ‘‘Don’t hire the smoker’’ policy may 
in fact be harmful to corporate health; by Don S. 
Johnson, (Editorial, Feb., p. 5). 

The Word Today is ‘Innovative—It’s up to mana- 
gers to find ways to allow office procedures to catch 
up with technological advances and achieve real in- 
novation; by Don S. Johnson, (Editorial, June, p. 5). 
The ‘Immeasurable’ Benefits of Office Automa- 
tion—Unforeseen advantages and the ‘ ‘creativity 
effect’’ come after employees have time to settle in- 
to their new routines (Editorial, July, p. 5). 


FACILITIES MANAGEMENT 


Comfort and Technology to Mesh More Easily in 
the Office of the Future—Flat screens will be your 
desk, you’ll have more conference rooms and your 
work environment will be more comfortable, say 
designers; by M. Jill Paznik (Oct., p. 56). 
Extending Floor Covering Life—Extending floor 
covering life is a problem shared by all facilities 
managers. A new computerized maintenance pro- 
gram may help; by Belden Menkus (Facilities, 
April, p. 70). 

It’s Time to Prepare for Winter—An account of 
the many early steps facilities managers can take 
now to be ready for the rough winter; by Belden 
Menkus (Facilities, Aug., p. 54). 


A Manager’s Guide to Office Wiring Systems— 
The open office plan presents a challenge—but 
there are ways to run wires to workstations without 
walls; by Gail Siragusa (Jan., p. 53). 

Office of the Year Awards— Details on the facilities 
of 1985’s three winners, selected on the basis of ef- 
fectiveness, suitability, flexibility and advancement 
of the state of the art (May, p. 33). 

Optimizing the Cube—Three dimensional work- 
stations may lower the floor space/rent per employ- 
ee ratio in the automated office; by Steven Manners 
(Oct., p. 19) 

Paint Overcomes the Hi-Tech ‘Blahs—An inex- 
pensive way to improve office morale and produc- 
tivity (March, p. 48). 

A Simple Way to Control Lighting Costs—Cost 
reduction efforts that try to return corporate cul- 
tures to what they were 30 or 40 years ago may not 
work; by Belden Menkus (Facilities, Dec., p. 62). 


MAILROOM MANAGEMENT 


Avoid Mailroom Malpractice—Motivating mail- 
room employees and upgrading their training pro- 
grams serves efficiency, saves dollars; by George 
Whitman (Mailroom Management, Jan., p. 16). 
International Mail—An overview of the ins and 
outs of international mail; by George Whitman 
(Mailroom Management, Oct., p. 76). 

The Mailroom As An Employee Benefit—The 
mailroom and its services can provide an unex- 
pected emplcyee benefit that is both inexpensive 
and morale boosting; by George Whitman (Mail- 
room Management, May, p. 18). 

The Mailroom Intrapreneur—Put your imagina- 
tion to work to yield appreciable savings; by George 
Whitman (Mailroom Management, Aug., p. 26). 
Moving Mail Faster Without Loading Down 
Your Budget—-A few schedule changes, some low- 
cost mail stations and attention to address detail will 
speed your mail to its destination; by M. Jill Paznik 
(April, p. 40). 

Voice Mail Takes Off—Connecting users across 
times zones and continents, this fledgling technol- 
ogy is breaking through market barriers with 
money-saving applications; by Gail Siragusa (April, 
p. 43). 


MANAGEMENT OVERVIEW 


The Accessible Executive—Accountemps has con- 
ducted a nationwide survey which indicated that 
68 % of the executives’ incoming telephone calls are 
not screened by a secretary (Executive Briefing, 
March, p. 18). 

Administrative Malpractice—Serious administra- 
tive lapses may lead to trouble in our ‘‘sue ’em’’ 
society; by Walter A. Kleinschrod (Management 
Perspective, Aug., p. 56). 

Advice for Over-40 Job Seekers—A handbook for 
middle-aged managers and professionals by E. 
Patricia Birsner can help over-40 job seekers to avoid 
discrimination (Executive Briefing, June, p. 7). 
AIIM, ARMA Establish Cooperative Program 
on Standard Activities—The point of the informa- 
tion exchange will be to prevent two different stan- 
dards being developed where the two associations 
overlap (Executive Briefing, Nov., p. 7). 

Are We Encouraging White Collar Crime?— 
Conditions within the company and its markets may 
well cause some employees to drop over the brink to 
dishonesty (Executive Briefing, Jan., p. 12). 

Are You User-Friendly?—Learn to use people re- 
sources for more effective management; by Glen L. 
Boyer, Ph.D. (Aug., p. Il). 

Braille Workstation— Duxbury Systems, Little- 
john, MA, has introduced a system that allows blind 
people to use standard office equipment (Executive 
Briefing, Feb., p. 8). 

Bulletin Addresses Effects of New Tax Act—A 
bulletin about how companies should report the ef- 
fects of the Tax Reform Act of 1986 has been pub- 
lished by the Financial Standards Board, CT. (Ex- 
ecutive Briefing, Dec., p. 8). 


Businesses Emerge From Under Governmeni 
Forms—Eliminating government forms for busi- 
nesses is eliminating unproductive man-hours and 
pecuniary waste (Executive Briefing, Nov., p. 6). 
CEOs’ Compensation Approaches $1 Million— 
According to an analysis by Towers, Perrin, Forster 
& Crosby, the median total cash compensation for 
chief executive officers of the top 100 U.S. indus- 
trial corporations was $869,000 in 1984 (Executive 
Briefing, Jan., p. 15). 

Colors for the Computerized Office—White walls 
contribute to overlighting, a common problem in 
the computerized office, says Faber Birren, chair- 
man of the Color Association of the U.S. (Executive 
Briefing, Feb., p. 6). 

Color Me Golden?—Thirty-five of the top 100 in- 
dustrial companies in America now offer ‘‘golden 
parachutes’ to their executive employees (Ex- 
ecutive Briefing, Sept., p. 12). 

Companies Are Granting Fewer Paid Holidays— 
The Administrative Management Society, Willow 
Grove, PA, found a 4% decline in the number of 
companies granting 11 or more paid holidays per 
year (Executive Briefing, Jan., p. 15). 
Communications Processor Connects Multiple 
Vendors—Independent vendors are creating new 
markets with communications bridges that connect 
the product of other manufacturers (Executive 
Briefing, April, p. 7). 

Computer Age Information Brokers—The ‘‘in- 
formation broker’’ is a new breed of marketing pro- 
fessional, spawned by the growing use of compu- 
terized information in market research efforts (Ex- 
ecutive Briefing, April, p. 6). 

Controlling Pension Costs—Many companies are 
examining a new type of retirement plan that melds 
conventional »ensions with employer-sponsored 
savings programs (Executive Briefing, May, p. 6). 
Coping With Growth: The Case of te Inn and 
the Gift Shop—Coping with growth requires an ex- 
ceptional manager who will regularly check to see 
how well current systems support current circum- 
stances and when circumstances warrant, will ad- 
just the systems accordingly; by Walter A. Klein- 
schrod (Management Perspective, May, p. 76). 
Create a Comfortable Computer Environment— 
Current research shows that comfort problems such 
as eyestrain and back pains associated with VDT 
use are not the result of computer use per se (Ex- 
ecutive Briefing, June, p. 7). 

Dealing With Office Rituals—So.1e forms of stan- 
dard behavior are comforting. Others are outdated. 
How to tell which is which; by M.A. McQuade 
(July, p. 17). 

Delegation: The Story of Moses, Jethro, the 
Shuttle and You—The problems of delegating 
authority and responsibility haven’t changed since 
the days of Moses, and the solutions haven’t reaily 
changed either; by Walter A. xleinschrod (Manage- 
ment Perspective, April, p. 50). 

The Displaced Worker—What Can Be Done To 
Find Jobs—Increasing import penetration and fac- 
tors that cause U.S. businesses to move offshore are 
depriving American workers of jobs at high rates 
(Executive Briefing, July, p. 8). 

Donate Surplus Inventory—The Company/College 
Gifts-In-Kind Clearing House shares corporate gifts 
with institutions (Executive Briefing, March, p. 16). 
‘Downsizing’ May Be The Trend of the Future— 
‘*‘Downsizing’’ could reduce redundancy and over- 
lapping among various processors providing more 
friendly environments for applications programs 
(Executive Briefing, Oct., p. 9). . 

EEOC Getting Their Men—The Equal Employ- 
ment Opportunity Commission maintained vigor- 
ous law enforcement activity in the last fiscal nine 
months (Executive Briefing, Nov., p. 7). 

Effective Listening Tips for Managers—Most of 
what we hear is heard incorrectly. Following these 
suggestions may improve office communication; by 
David W. Caudill and Regina M. Donaldson (Sept., 
p. 22). 

Electronic Typewriters are More Versatile Than 
‘Ever—The expanded capabilites of today’s electronic 
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typewriiers are eliminating tedium and increasing 
productivity in a growing numer of offices (Execu- 
tive Briefing, May, p. 10). . 

Employee Dismissal a Diff?:ult Decision—Eco- 
nomic factors, attitudes to job burnout, and inabili- 
ty to get the job done are reasons for a manager’s 
decision to dismiss an employee (Executive Brief- 
ing, Dec., p. 8). : 
Employee Reviews Provoke Lawsuits—According 
to the ‘‘Harvard Business Review,’ the upsurge of 
employees suing their employers shows no sign of 
diminishing, costing companies many thousands of 
dollars in legal fees, even when the company wins 
(Executive Briefing, April, p. 7). 

The Essence of ‘Office?Probes of the mix of con- 
cepts and systems in today’s office—‘the familiar 
unknown’’; by Walter A. Kleinschrod (Manage- 
ment Perspective, July, p. 64). 

Executive Job Market Declines—Nationwide de- 
mand for business executives fell 11% in 1985 com- 
pared to 1984, reports Arthur Young Executive Re- 
source Consultants of New York City (Executive 
Briefing, April, p. 7). 

Faster Output Needed Here—There is an alarming 
imbalance in the jobs available in the computer sci- 
ence field and the personnel to fill them (Executive 
Briefing, Dec., p. 8). 

The Fast Track vs. The Steady Track—Andrew 
Sherwood in his new book, Breakpoints (Double- 
day), discusses two ways to your career progress 
(Executive Briefing, July, p. 9). 

Fiber Optics Will Light Up LAN Market by 50% 
Annually—ERA Technology Ltd. reports that 
worldwide shipments of fiber optics LANs will in- 
crease by 50% annually (Executive Briefing, Oct., 
p. 8). 

Fitness At The Terminal—Krames Communica- 
tions published a booklet that provides information 
on fitness exercises to help users stay comfortable 
while using computer terminals (Systems in Action, 
Sept., p. 12). 

Flextime on the Upswing—Flextime, an alternate 
work-time schedule, is now being used in 29% of 
businesses, says the 1986 AMS Flexible Work Sur- 
vey (Executive Briefing, Aug., p. 7). 

Fortune 500 Firms Use Urinalysis Tests to Stem 
Employee Drug Abuse—The Bureau of Business 
Practice, Waterford, CT, reports that 26% of com- 
panies contacted have a urinanalysis screening pro- 
gram (Executive Briefing, Jan., p. 12). 

Four Ways to Write Better Business Letters— 
Letters that get to the point, quickly and politely, are 
the ones that get results (Executive Briefing, Jan., 
p. 15). 

Getting Canned—Not Necessarily a Stigma—In 
response to a survey, 6% said that being fired makes 
one a worse employee, while 19% said some em- 
ployees would become better and some worse (Ex- 
ecutive Briefing, Jan., p. 15). 

Getting There is Half the Fun—Robert Half Inter- 
national surveyed top executives of 100 corpora- 
tions to find that they spent 13-40 hour work weeks 
on company work a year (Systems in Action, Sept., 
p. 15). 

Guide for Computer Crime and Security 
Controls—A new publication, Computers: Crime, 
Clues and Controls, provides information on com- 
puter waste and abuse (Executive Briefing, Dec., p. 
8). 
How to Deal with Anger—Blowing up at employ- 
ees or co-workers is not only unprofessional—it’s 
bad for your health, according to Dr. Ernest Har- 
burg of the University of Michigan (Executive 
Briefing, Feb., p. 8). 

How to Promote Employee Safety—Single steps to 
help reduce the risk of on-the-job accidents; by 
Robert Pater (Nov., p. 50). 

HRSP Calls for Papers—The Association of Human 
Resource Systems Professionals is calling for papers 
for its Seventh Annual Conference on human re- 
source systems and personnel systems technology 
(Executive Briefing, Nov., p. 7). 

Human Resources Staffing Less—Today the 
typical ratio of human resources staff to employees 


58 Administrative Management, December 1986 


is one to every 100 employees or more (Executive 
Briefing, July, p. 8). 

Information Mapping—The Fast Track to Better 
Business Communications—A company called In- 
formation Mapping, Inc. , has developed an organiz- 
ed, analytical approach to writing, which it calls In- 
formation Mapping (Executive Briefing, May, p. 6). 
Job Fairs—A Fast Track to the Best and the 
Brightest—Greer Concepts USA sponsors job fairs 
that give recruiters a chance to interview a large 
number of sales and management professionals in a 
single evening (Executive Briefing, March, p. 16). 
Justice in the Office—A Jury of One’s Peers—Per- 
formance Systems Corp. has a performance man- 
agement system to help executives who fear that 
employee review panels will take away their control 
(Executive Briefing, June, p. 6). 

Last of the OACs—OA B2comes Commonplace— 
The once robust Office Automation Conference in 
Houston, TX, seems to have been displaced. Is the 
magic gone?; by Walter A. Kleinschrod (Manage- 
ment Perspective, June, p. 20). 

A Lower-Priced Alternative to AT&T’s WATS— 
“*One Plus,’’ a cheaper WATS service that can be 
assessed over regular telephone lines is now provid- 
ed by TDX Systems, Inc. (Executive Briefing, May, 
p. 10). 

Many Executive Calls Unnecessary—According to 
Accountemps, of a total of 14 weeks that an execu- 
tive spends a year on the phone, three of those are 
unnecessary (Executive Briefing, Oct., p. 9). 

Mass Layoffs: Doing What Has to be Done—And 
Knowing Why—Mass layoffs is one of the more un- 
pleasant aspects of good management; particularly 
if you’re on the receiving end; by Walter A. Klein- 
schrod (Management Perspective, Sept., p. 16). 
MCN-TV Educates Computer Buyers—MicroAge 
claims to have the first television network to link 
computer stores (Executive Briefing, Feb., p. 8). 
Miscarriages Not Linked to VDT Use, Study 
Says—The University of Michigan concluded in a 
study that there is no risk of miscarriage to pregnant 
women who use VDTs (Executive Briefing, Dec., 

p. 8). 

Money Talk A Sensitive Issue—Supervisors dis- 
close ‘‘too little’’ salary information to employees, 
reported Towers, Perrin, Forster & Crosby, a New 
York City-based consulting firm (Executive Brief- 
ing, Oct., p. 9). 

More Companies Tie Compensation to Perfor- 
mance, Profitability—Sibson & Company, Prince- 
ton, NJ, reported that employers are slowing the 
growth of merit salary increases in favor of year-end 
bonuses and other compensations linked to job per- 
formance and company profitability (Executive 
Briefing, Feb., p. 6). 

Need for CIM Executives Increases—The demand 
for computer-integrated manufacturing experts is 
likely to quadruple its present figure by the end of 
the decade (Executive Briefing, Aug., p. 7). 

New EAP Video Available—Roundtable Film and 
Video, CA, has produced a realistic video entitled 
“‘Confidential Helpline’’ designed to describe the 
Employee Assistance Program and how it can help 
solve confidential problems (Executive Briefing, 
Aug., p. 7). 

New Record Retention Guide—A 355-page guide 
of Federal regulations relating to the maintenance of 
records by the public has been published by the Of- 
fice of the Federal Register (Executive Briefing, 
Oct., p. 9). 

New VDT Booklet Provides Guidance—Working 
With Displays: A Practical Guide for VDT Users 
has been published for those interested in proper 
use of office technology (Executive Briefing, Aug., 
p. 7). 

The NIOSH Study of VDT Users Will Not Settle 
the Health Hazard Issue—The $400,000 NIOSH 
study into the effects of VDTs upon pregnancy was 
finally approved this year; its results don’t seem to 
add new knowledge on the issue; by Walter A. Klein- 
schrod (Manag 1ent Perspective, Oct., p. 14). 
Noninflationary Growth Predicted for ’86—The 
UCLA Business Forecasting Conference predicted 


that real GNP will increase a solid 3.2%, compared 
to 2.7% in 1985 (Executive Briefing, March, p. 18). 
NYU Offers Office Systems Degree—This B.S. 
degree in office systems will equip students with the 
unique set of skills to manage the automated office 
(Executive Briefing, July, p. 9). 

The Office According to Faith—Just how much 
(or how little) has the office changed since Faith 
Baldwin wrote The Office Wife?; by Walter A. Klein- 
schrod (Management Perspective, Nov., p. 54). 
Office Automation—Misleading the Uninitiated? 
—John F. Cunningham, the chairman and CEO of 
CCI, Rochester, NY, says that the term Office Auto- 
mation is misleading, noting that IBM and DEC 
don’t call themselves OA companies, but computer 
firms (Executive Briefing, Feb., p. 8). 

Office Employees Salaries Up 3.2%—According to 
the new AMS 1986 Office Salaries Report, salaries 
for office employees are up an average of 3.2% (Sys- 
tems in Action, Sept., p. 12). 

Older Persons Good Resource for Corporations— 
Older people provide more stability, better cost sav- 
ings and know-how within the corporation (Execu- 
tive Briefing, Oct., p. 8). 

Out-Of-Work Executives Attempt More Inde- 
pendence—Today, one out of three terminated exec- 
utives considers starting up a business of his own 
(Executive Briefing, Dec., p. 8). 

Personnel Policies Sound Practice—An employee 
handbook or personnel policy manual will help 
firms in different areas (Executive Briefing, Dec., 
p. 8). 

Preventive Medicine for Flu and the Common 
Cold—The Texwipe Company, NJ, puts out two dis- 
infectant products to clean office equipment from 
germs (Executive Briefing, June, p. 7). 
Promotions from Within Decline—Promotion at 
the corporate level is becoming less common, and 
moving up the ladder is more the exception now 
than the rule (Executive Briefing, Aug., p. 6). 

Put Your Best Face Forward—A good way to keep 
important contacts can be the use of a Face Card, a 
business card with a 2X3'4-inch photograph (Ex- 
ecutive Briefing, June, p. 6). 

Research Needs Assistance—The University of 
Liverpool, England, is currently investigating the 
key factors in the management of technological in- 
novation (Executive Briefing, Nov., p. 5). 

A Sailing Seminar—A computer/sailing seminar 
teaches you how to customize your PC workstation 
to fit your needs (Executive Briefing, Feb., p. 8). 
Salary Increases Decline—Hewitt Associates, Ro- 
wayton, CT, reported that salary increases averaged 
6% in 1985, while they would only average 5.3% by 
the end of 1986 (Executive Briefing, Nov., p. 7). 
Smoking At Work—An Emerging Office Issue— 
A guide through the no-man’s land between battling 
smokers and non-smokers with a company smoking 
policy the final goal; by William S. Hubbart (Feb., 
p. 21). 

Speculations on Security—Or Why Your Littie 
Seciets May Yet Be Exposed—Security has always 
been a personal and a business concern, as well as a 
responsibility for adminstrative management; by 
Walter A. Kleinschrod (Management Perspective, 
Dec., p. 10). 

Suggestion Systems Save Firm $—The National 
Association of Suggestion Systems (NASS), Chi- 
cago, IL, provides educational material, newslet- 
ters, seminars and consultations for implementing 
suggestion systems (Executive Briefing, Nov., p. 6). 
Surviving in a Probationary World—Once a new 
boss arrives on the corporate scene, workers are 
always put on probation as though they just started 
their job, reports Goodrich & Sherwood Co., a 
New York management firm (Executive Briefing, 
Sept., p. 15). 

Talk Difficult Between MIS and CEOs— 


Management Information System managers often 
cannot communicate with their chief executive of- 
ficers (Executive Briefing, Dec., p. 8). 

Technology Solves One Problem, Creates 
Another—ADIA Personnel Services, CA, conclud- 
ed in a survey that the OA revolution is still a long 


way from delivering its promise (Executive Brief- 
ing, Dec., p. 8). 

Telecom Directors Demand More Clout—Kearny 
Executive Search, a Chicago-based recruiting firm, 
reported that telecommunications directors are ask- 
ing for more autonomy and responsibilities for their 
departments (Executive Briefing, Sept., p. 15). 
Temporary Work Becomes More Attractive— 
Variety, flexibility and challenge are reasons why 
workers enjoy ‘‘temping’’ noted Information Ser- 
vices, Inc., MO (Executive Briefing, Dec., p. 8). 
Thinking About Automation in New and Larger 
Contexts—An examination of the ‘‘managerial 
mind”’ and its three major openings; by Walter A. 
Kleinschrod (Management Perspective, March, 

p. 58). 

Western Union Adds Database Service to Easy- 
Link—A service providing access to more than 600 
on-line databases is available to subscribers of WU’s 
EasyLink electronic mail service (Executive Brief- 
ing, Jan., p. 15). 

What Else Do the Japanese Do Better than U.S.2— 
U.S. and Japanese industries share the same goals, 
but the Japanese are more measured and patient in 
pursuing them, says Penn State University labor 
relations expert (Executive Briefing, March, p. 18). 
Where Will All the Clerks Come From?—As the 
workplace becomes better educated, interest in 
clerical jobs is diminishing (Executive Briefing, July, 


p. 9). 

White Collar Robots—Hewlett Packard has an- 
nounced that it will spend about $40 million to de- 
sign ‘‘software robots’’ (Executive Briefing, June, 
p. 6). 

Women in Management—It’s Still an Uphill 
Battle—According to a survey by the Administra- 
tive Management Society, Willow Grove, PA, less 
than 10% of managers are women (Executive Brief- 
ing, Feb., p. 6). 

Work, Work and More Work—American adults 
worked 20% longer in 1985 than in 1973, according 
to a recent Louis Harris poll (Executive Briefing, 
July, p. 9). 


OFFICE AUTOMATION 


Buying a LAN? Read These Tips First—A pproxi- 
mately 50,000 people will make a LAN buying de- 
cision this year, here are the remarks of LAN users; 
by Bridget O’Connor, Ph.D. (The Automated Of- 
fice, July, p. 12). 
Executive Workstation—Fancy Phone or Pro- 
ductivity Tool?— ‘Expensive executive toys,’ some 
people call them. But for executives and profes- 
sionals who need simultaneous access to voice and 
data they can be a godsend; by Gail Siragusa (Feb., 
p. 31). 
IBM Drops 27%. What Does It Mean To Cus- 
tome’ s? To IBM?—The major problem behind 
IBM’s 27% drop is that Big Blue is behind the times; 
by M. Jill Paznik (The Automated Office, Dec.., 
p. 13). 
Office Automation Awards—The progress of 
A/M’s Gold Award winner, United Telephone Co. 
of Florida, and A/M’s two Silver Award winners, 
plus that of our Honorable Mention winner are de- 
scribed in great detail (March, p. 23). 
Office Systems: New Managers for New Tech- 
nologies—New managers are needed for new tech- 
nologies to ensure that people management is 
coupled with equipment management; by Bridget 
O’Connor, Ph.D. (The Automated Office, May, 
p. 13). 
On Choosing a VDT—How to determine which 
features are best for your application; by Bridget 
O’Connor, Ph.D. (The Automated Office, Nov., 
p. 56). 
Overcoming User Resistance to Microcomputers— 
Whether you’ re introducing one or a hundred micro- 
computers, make sure the transition goes smoothly; 
by Ralph L. Kleim (May, p. 52). 
Make Computers and Software Easy, Then See If 
There’s A Slump—People will buy PCs when man- 
ufacturers make them truly ‘‘user friendly’’; by M. 


Jill Paznik (The Automated Office, June, p. 18). 
Making People Feel Comfortable With Technol- 
ogy Is A Manager’s Job—How companies can 
benefit by fostering a positive attitude toward auto- 
mation; by M. Jill Paznik (The Automated Office, 
Aug., p. 8). 

New Systems Allow Simultaneous Voice and Data 
Combined With LAN—What has been described 
as ‘‘the world’s first user-installable concurrent 
voice and data system operating on a LAN”’ is cur- 
rently undergoing beta testing in Spain; by Dr. Ed- 
mond Kiatapov (The Automated Office, March, 

p. 13). 
Screens To Support End Users—The most often 
overlooked factor in designing screens for end users 
is the degree of simplicity and programming trans- 
parency required; by Dorothy Sandburg (The Auto- 
mated Office, Jan., p. 10). 

Tips On Creating Software Trainees—The key to 
getting people to use new software is the ensure that 
they get adequate training; by Bridget O’Connor, 
Ph.D. (The Automated Office, Sept., p. 6). 

Trends in Technology—DP, office support and 
end-user computer systems; by Dorothy Sandburg 


_ (The Automated Office, Jan., p. 10). 


OFFICE EQUIPMENT 


Dictation Goes High Tech—Digital dictation 
modernizes a century-old executive tool; by M. Jill 
Paznik (May, p. 56). 

Ergonomics Does Pay—Studies show it could be 
just the thing to boost productivity and worker 
satisfaction; by M. Jill Paznik (Aug., p. 17). 

The Evolving Electronic Typewriter—Today’s 
electronic typewriters are functionally both a type- 
writer and a computer; by Clifford Meth (Jan., 

p. 24). 

Facsimile and Electronic Mail: Providing Better 
Accuracy and Speed for Tighter Communica- 
tions—Businesses have discovered faster and error- 
free methods of transmitting time-sensitive docu- 
ments; by Douglas Finlay (Nov., p. 17). 

Fast and Feature-Rich: The Shape of Copiers to 
Come—Office copiers have undergone an amazing 
evolution in the 26 years since Xerox developed the 
Model 914 automatic copier; by Karen Keer (Dec., 
p. 17). 

Flip Charts Have Gone Electronic- -Now digitiz- 
ing copyboards photograph charts and put them on 
a piece of paper for you to carry away froma 
meeting; by M. Jill Paznik (March, p. 53). 
Managing Corporate Theater—At Quaker Oats, a 
multitalented AV staff runs a well-oiled show bus- 
iness machine; by Gail Siragusa (July, p. 30). 
Optical Character Readers and Image Scanners 
Can Reduce Workload—Prices have come way 
down to match those of personal computers while 
applications continue to increase; by M. Jill Paznik 
(July, p. 23). 

The Portable Promise—You Can Take It With 
You—Today’s portable computers are meeting the 
needs of on-the-move professionals; by Clifford 
Meth (Feb., p. 44). 

Simplifying Paper Purchasing—Tips on specify- 
ing and buying paper for office applications; by 
Clifford Meth (Aug., p. 37). 

Understanding the Printer Plethora—A look at 
impact technologies and some interesting non- 
impact alternatives; by Clifford Meth (Oct., p. 38). 
Visual Control Boards Come Of Age—Properly 
selected and properly used, they can improve pro- 
ductivity by minimizing conflicts and confusion; by 
William M. Cowan (Jan., p. 20). 

The Write Stuff—What do manufacturers recom- 
mend for your word processing needs? The answers 
may surprise you; by Clifford Meth (May, p.43). 
Write With Light—The new laser printers are flexi- 
ble, cost effective and quiet; by Clifford Meth 
(March, p. 39). 

Your Electronic Right Hand—The Desktop 
Calculator—With a business machine designed for 
function and no frills, ‘the latest features simply 
make a good thing better; by Clifford Meth and 


John Soat (June, p. 26). 
PERSONNEL 


Agency Shop Dues Successfully Challenged— 
Under the agency shop agreement, non-union mem- 
bers are often required to pay dues just as union 
members; by Paul King ‘“ersonnel Problem Clinic, 
Aug., p. 60). 

Arbitrator Can’t Determine Arbitrability—The 
U.S. Supreme Court ruled that a grievance cannot 
be determined as arbitrable by an arbitrator; by Paul 
King (Personnel Problem Clinic, Sept., p. 80). 

Are VDTs Safe?—The first international conference 
on VDTs closed with no firm answer to the question 
of whether VDT use can cause fetal damage; by 
Paul King (Personnel Problem Clinic, Oct., p. 78). 
Comparable Pay Comes Across—Female nurses 
working for Alaska can’t be paid less than a male 
crew of doctor’s assistants; by Paul King (Personnel 
Problem Clinic, Sept., p. 80). 

Director’s Pay Increased in 1985 But . . ._The 
Conference Board reports that corporate directors’ 
pay increased in 1985, but at a slower rate than has 
occurred in the past 10 years; by Paul King (Person- 
nel Problem Clinic, May, p. 78). 

Divorcees Under Spouses’ Health Plars—The 
Congressional Omnibus Budget Reconciliation Act 
has ruled that widows and divorcees must be allow- 
ed toe remain in their spouse’s company health plan; 
by Paul King (Personnel Problem Clinic, Sept., 

p. 80). 

Do Employee Opinion Polls Help?—by Paul King 
(Personnel Problem Clinic, Jan., p. 78). 

Economic Loss Not Essential for Sexual Harass- 
ment Case—An employer can be held liable for 
sexual harassment despite no evidence of economic 
discrimination; by Paul King (Personnel Problem 
Clinic, Dec., p. XX). 

80% of Women Aged 25 to 54 To Be In Work 
Force—The Women’s Bureau of the U.S. Depart- 
ment of Labor says that by the end of the decade 
60% of all working-aged women are expected to be 
in the labor force; by Paul King (Personnel Problem 
Clinic, May, p. 78). 

Employees and Employer Share Workplace 
Decisions—Decisions on production and operation 
are to be shared by the company and the workers, 
according to The Work in America Institute in New 
York; by Paul King (Personnel Problem Clinic, 
Aug., p. 60). 

Employees Can’t Choose Sabbath Holiday—A 
Connecticut law allowing the observance of the 
Sabbath by taking a day off was declared null and 
void by the Supreme Court; by Paul King (Person- 
nel Problem Clinic, April, p. 68). 

Employee Leasing—Watch Your Step!—An 
employer with fewer than 100 employees might find 
‘‘employee leasing’’ a concept that’s right up his 
alley; by Paul King (Personnel Problem Clinic, 
June, p. 82). 

Employees Reluctant to Accept Transfers—Em- 
ployees who once accepted transfers as a matter of 
course are now more reluctant to do so; by Paul 
King (Personnel Problem Clinic, July, p. 78). 
Employment Council Favors Minimum Wage 
Increase—The minimum hourly wage will go up 
5% each year if the National Council on Employ- 
ment Policy has its way; by Paul King (Personnel 
Problem Clinic, Aug., p. 60). 

Equal Pay fox \omparable Work—Four state 
governments have adapted the comparable-worth 
method of equalizing pay for women and men; by 
Paul King (Personnel Problem Clinic, March, p. 70). 
Executive Pay and the ‘Fairness Issue—Top U.S. 
executives received average salary hikes of 7% in 
1985, a Conference Board survey reports; by Paul 
King (Personnel Problem Clinic, Feb., p. 78). 
Female, Male Turnover Rates Similar—by Paul 
King (Personnel Problem Clinic, Jan., p. 78). 

Four Management Styles and Their Weaknesses— 
According to the Journal of Home Economics, four 
management styles are: amiable, analytical, driver 
and expressive; by Paul King (Personnel Problem 
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Clinic, Oct., p. 78). 

Generous Employee Incentive Plan—CIT has de- 
veloped a Performance Incentive Plan for employ- 
ees; by Paul King (Personnel Problem Clinic, Nov., 
p. 13). 

Guidelines for Corporate Charitable Contribu- 
tions—by Paul King (Personnel Problem Clinic, 
Jan., p. 78). 

The Ins and Outs of Contract Services—Profit is 
always the bottom line, but there are some less 
tangible factors to consider when looking for a con- 
tract service; by John Soat (Feb., p. 57). 

Job Market to Bloom in L.A., Boston—L.A. and 
Boston, by the year 2000, will provide the highest 
number of jobs of any cities in the country; by Paul 
King (Personnel Problem Clinic, Nov., p. 13). 
Keep It Coming—The U.S. Supreme Court has rul- 
ed that states cannot terminate state and local gov- 
ernment employee social security coverage; by Paul 
King (Personnel Problem Clinic, Dec., p. 65). 
Management Tips for Charitable Organizations— 
by Paul King (Personnel Problem Clinic, Jan., p. 78). 
Link Training With Corporate Strategy—The 
Conference Board reports that the vast majority of 
surveyed executives say their education and training 
programs are more effective than five years ago; by 
Paul King (Personnel Problem Clinic, June, p. 82). 
Lower Pay Hikes Predicted in 1987—Pay hikes for 
US. salaried employees in 1987 will be lowest in 13 
years, reported the Conference Board; by Paul King 
(Personnel Problem Clinic, Oct., p. 78). 

Managing Employee Rewards—Try the carrot be- 
fore the stick, says the authors, but first know when, 
how, and how much to show those crucial signs of 
approval; by Kenneth Matejka and Richard J. Duns- 
ing (June, p. 22). 

Manufacturing Union Salary Increases 50% 
Lower—Union contracts ‘or the first six months of 
1986 resulted in a 1.9% wage increase; by Paul King 
(Personnel Problem Clinic, Dec., p. 65). 

More Corporate Money for the Needy—How many 
more millions can be squeezed from corporations to 
help the needy?; by Paul King (Personnel Problem 
Clinic, Sept., p. 80). 

No Stronger Activity in Labor Market—The Con- 
ference Board’s Help-Wanted Advertising Index 
dropped sharply in April; by Paul King (Personnel 
Problem Clinic, Aug., p. 60). 

Obesity—A Hiring Risk or Disability?—The NY. 
State Appellate Division in Rochester will now de- 
cide if refusal to hire an applicant because of obesi- 
ty is discrimination due to physical disability; by 
Paul King (Personnel Problem Clinic, Feb., p. 78). 
Offer Outplacement Before Shutdown—90 to 
100% of employees would use outplacement ser- 
vices if provided prior to shutdown; by Paul King 
(Personnel Problem Clinic, Nov., p. 13). 
Part-Timers Help Reduce Costs—Now more than 
ever before employers are hiring part-time workers, 
says the Labor Department; by Paul King (Person- 
nel Problem Clinic, July, p. 78). 

Pride or Dollars for Newspeople?—Do editors, 
reporters and photographers fall under the Federal 
Wage Hour Law as professionals?; by Paul King 
(Personnel Problem Clinic, Nov., p. 13). 

Private Aptitude Testing for Executives—Palmer 
Testing Services reports that executives who know 
their own strength achieve for greater success; by 


- Paul King (Personnel Problem Clinic, June, p. 82). 


Quality of Work Life Programs Prove Positive— 
AT&T and the Communications Workers of Ameri- 
ca have so far produced consistently positive results 
in their work life programs; by Paul King (Person- 
nel Problem Clinic, July, p. 78). 

Six Percent Average Salary Increase in 1986—by 
Paul King (Personnel Problem Clinic, Jan., p. 78). 
Student Interest in Computer, Engineering 
Careers Wanes—The Cooperative Institutional Re- 
search Program reported that college freshmen in- 
terest in computer or engineering careers is declin- 
ing; by Paul King (Personnel Problem Clinic, Sept., 
p. 80). 

Supreme Court Overrules Forced Retirement 
Before Age 70—Two U.S. Supreme Court decisions 
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affirmed the Age Discrimination in Employment 
Act; by Paul King (Personnel Problem Clinic, 
April, p. 68). 

The Technical Temps—A Growing Trend—There’s 
a shortage of trained micro operators and temps can 
fill in—if you plan ahead; by M. Jill Paznik ((Feb., 
p. 25). 

Union Contract Survives Bankruptcy—Wheeling 
Pittsburgh Steel Company cannot use bankruptcy as 
an excuse to break a union contract; by Paul King 
(Personnel Problem Clinic, Nov., p. 13). 

Unions Fight Job Loss Caused by Technology— 
By 1990, as many as 10 million jobs may be lost as a 
result of automation and new technology, according 
to the Bureau of National Affairs; by Paul King (Per- 
sonnel Problem Clinic, March, p. 70). 

Union Members Free to Quit Anytime—U.S. 
Supreme Court ruled that union members can quit 
their union anytime; by Paul King (Personnel Prob- 
lem Clinic, April, p. 68). 

When an Ambulance Is Called . . Asking 
security to direct an ambulance driver can save some 
valuable time; by Paul King (Personnel Problem 
Clinic, Feb., p. 78). 

Where Do You Stand on Comparable Worth?— 
Comparable Worth: A Case Book of Experiences in 
States and Localities, published by the IRC, can 
help you solve “‘comparable worth’’ problems; by 
Paul King (Personnel Problem Clinic, May, p. 78). 
Why Low Productivity?—The W.E. Upjohn Insti- 
tute for Employment Research points out that ‘‘high 
rates of unemployment and inadequate skill prep- 
aration’’ are some of the elements that have caused 
low productivity; by Paul King (Personnel Problem 
Clinic, Oct., p. 78). 

Why Not Add A Night Shift?—Second and third 
shifts for office workers may become common in 
the near future; by Robert P. Hagen (March, p. 32). 


RECORDS AUTOMATION 


Archives: Old Records Meet New Technologies— 
The latest developments and approaches in storage 
and retrieval methods are bringing archival records 
into view much faster; by Douglas Finlay (Dec., 

p. 14). 

A Basic Vocabulary—Having a basic vocabulary 
provides a useful recap of industry jargon; by Bon- 
nie Canning (Records Automation, July, p. 66). 
Designing a Document Database—It’s easy to 
over-design and over-complicate the design of a 
document database; thinking about who’s going to 
be using it and how it is to be used can help; by Bon- 
nie Canning (Records Automation, Sept., p. 74). 
Designing the Micrographics System—Alterna- 
tives and options allow a customized operation; by 
Joseph Wise (July, p. 62). 

Developing a Retention Schedule—How long to 
keep records and when to throw them out is a worry 
for many organizations; by Bonnie Canning (Rec- 
ords Automation, Jan., p. 76). 

Four Elements of Microfilm Quality Control— 
Benefits will more than justify the time and expense 
of a QC program; by Joseph Wise (Oct., p. 16). 
Four Steps to Storing a Microfilm Project—Some 
strategies for making the best possible beginning to 
microfilming company documents; by Joseph Wise 
(May, p. 26). 

Information Systems Management Values— 
Resolving conflicts between information systems 
managers and business managers requies communi- 
cation about technological impact; by Joseph A. 
Settanni (April, p. 32). 

In-House or Service Bureau—Seven Factors to 
Consider—A guide to the advantages and disadvan- 
tages of both approaches; by Joseph Wise (March, 
p. 20). 

Innovations in Filing Paper—Managers and manu- 
facturers have come up with more ways to make this 
tedious job easier; by M. Jill Paznik (Sept., p. 25). 
Micrographics: When Is It Right For You?— 
Basic rules help determine when microfilm is best 
for document storage; by Joseph Wise (Jan., p. 59). 
Microimage Methods—Film and electronic tech- 


ologies have combined to create sophisticated 
storage/retrieval capabilities; by Clifford Meth 
(April, p. 23). 

Six Drawbacks to Putting Records On-Line— 
Before automating on manual records systems, 
careful consideration must be given to some of the 
disadvantages you may run into without careful 
planning; by Bonnie Canning (Records Automa- 
tion, May, p. 20). 

25 Guaranteed Ways to Fail—25 sure-fire activi- 
ties that can lead you down the path to failure; by 
Bonnie Canning (Records Automation, Dec., p. 14). 
Watch Out for Budget Busters—Here is a list of 
some of the most common ‘‘busters’’ that often lead 
to underestimating a records automation program 
budget; by Bonnie Canning (Records Automation, 
March, p. 72). 


SECURITY 


Data Safes Secure Computer Records Against 
Fire and Other Risks—Insurance money can re- 
place buildings. Loss of records is a far greater prob- 
lem; by Bruce M. Gast (June, p. 56). 

Eight Things to Know When Looking for a Com- 
mercial Security Service—A case study of the dif- 
ferent steps taken by Amalgamated Professional 
Services to recruit security services; by Belden 
Menkus (Security, Nov., p. 60). 

Is Your Vital Information Protected?—It isn’t 
possible to predict if and when a disaster will occur. 
You can only be prepared; by Lloyd E. Sherman 
(June, p. 50). 

A Major New Computer Security Vulnerability 
Revealed—More corporate (and government) spies 
are able to read data from the radiation given off by 
a CRT; by Belden Menkus (Security, Feb., p. 62). 
Management Accountability and Corporate 
Security—A vast number of business assets and 
data is wasted each year because senior manage- 
ment puts its security in the hands of unqualified 
personnel; by Ray Carter (June, p. 52). 

Telephone Systems Security-Related Problems 
Can Be Solved—The breakup of the Bell System 
has often blurred responsibility for maintenance, 
but managers do have alternatives; by Belden 
Menkus (Security, June, p. 68). 


SOFTWARE 


Hands-On Evaluations of Planning Pro and 
RightWriter Business Software—by Michel 
Feuche (Software Scorecard, Sept., p. 76). 
Homogenize Your Word Processor—New develop- 
ments in WP software may let you edit documents 
composed on dissimilar packages; by M. Jill Paznik 
(The Automated Office, Feb., p. 14). 

Know the Five Alternatives For Getting Business 
Software—Learn to avoid the perils and pitfalls of 
buying applications programs; by C. Louis Hohens- 
tein (April, p. 19). 

This Handy Spreadsheet Cuts Costs—Reduce 
paperwork with this custom spreadsheet; by C. 
Louis Hohenstein (Feb., p. 52). 

Probe and Smart-Notes Reviewed—by Michel 
Feuche (Software Scorecard, Nov., p. 52). 

WP Compatibility Solved—Word processing com- 
patibility is being enhanced by specialized software; 
by M. Jill Paznik (The Automated Office, April, 

p. 12). 


SYSTEMS IN ACTION 


Accounting Software Automates Employee Stock 
Option Administration—Hambrecht & Quist in- 
vestment banking firm, San Francisco, has adapted 
Option Track Capability software program to auto- 
mate employee stock option administration (Systems 
in Action, Feb., p. 10). 

Air Base Benefits from Network—By switching to 
professional workstations, the Air Force Logistics 
Center in San Antonio, TX, is keeping pace with 
rising workloads without hiring additional staff; by 
William Saxton and Morris Edwards (The Govern- 
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ment Office, Feb., p. 18). 
Air Force Training Commands Expands OA 
Investment—The AFTC plans to acquire a network 
of 4,000 NCR workstations over the next five years; 
by William Saxton and Morris Edwards (The Gov- 
ernment Office, Jan., p. 74). 

Bank Speeds System Design With Innovative 
‘Method~—-Chase Manhattan Bank has adapted an 
accelerated interactive design technique called ‘‘the 
Method” which helps companies cut design costs 
by reducing up to one-half the time needed to define 
user requirements (Systems in Action, April, p. 18). 
Corporate Terminals: Cost Effective Alternatives 
to Workstations—Santa Fe Braun’s Computer Ser- 
vices, Department has succeeded in getting a bigger 
bang for the harder-to-win construction buck (Sys- 
tems in Action, Sept., p. 8). 

Computer System Keeps Buses Rolling—Trailways 
Corporation has recently installed an AT&T com- 
puter system which is helping improve control of 
more than 1,300 buses operated daily around the 
nation (Systems in Action, May, p. 14). 

Computer System Manages Millions of Nuclear 
Records at Florida P&L—The Ultimate 6800 com- 
puter system keeps track of the locations of millions 
of documents for Florida Power & Light nuclear 
plants (Systems in Action, Nov., p. 8). 

Expandable Low-Cost Phone System Grows With 
User—Tangram’s R&D Group, Raleigh, NC, has 
recently selected an expandable telephone system: 
GTE OMNI SBCS with many PBX features (Sys- 
tems in Action, May, p. 16). 

Fiber Optics Link Corporate Computers—Siecor 
Corporation has supplied for S.C. Johnson & Son, 
Inc., a fiber optic data communications network 
that will eventually serve 2,000 users (Systems in 
Action, Nov., p. 10). 

Health Care Company Cuts Telex Costs—Abbott 
Laboratories has eliminated great expenses on store- 
and-forward hardware by acquiring IBM and Wang 
word processors which are linked to ITT’s Data- 
bridge, which connects Abbott to telex and other 
terminals (Systems in Action, March, p. 7). 
Hospitals Save Space With Microfilm Jacket 
System—The Staten Island Hospital, NY, dramatic- 
ally reduces storage space for all patient files by 
converting them to notched, color-coded microfilm 
jackets (Systems in Action, July, p. 11). 

Insurance Compary Builds Mini Mainframe 
Network—American General Corporation installs 
IBM System/36 minicomputers in its 285 district 
offices (Systems in Action, Dec., p. 6). 

Insuring Efficiency with Voice Messaging—Pro- 
tective Life, AL, utilizes Aspen Voice Message Sys- 
tem from Octel Communications Corp. (Systems in 
Action, Nov., p. 10). 

LAN Adds to GSA’s Efficiency—General Services 
Administration’s Technical Services Division is 
using a Fox Research 10-Net LAN to increase effi- 
ciency and communications abilities (Systems in 
Action, June, p. 13). 

Law Firm Finds for LAN in Case of Network vs. 
Cable—The law firm of Pettit & Martin found a 
75% cost savings over individual wiring of termi- 
nals to computers and a turnaround time reduction 
for documents in its Wang Net LAN network in San 
Francisco (Systems in Action, April, p. 16). 
Lightweight Telephone Headsets Become Pro- 
ductivity Tool— Management Recruiters, Inc. , has 
discovered that lightweight headsets are eliminating 
‘*phone fatigue’ and increasing productivity (Sys- 
tems in Action, March, p. 7). 

Mainframe-Based Management System for 
Broadcast Industry—A nationwide network of more 
than 80,000 miles of lines connects terminals in the 
broadcast stations to the BIAS Operating Center in 
Data Communication Corporation’s Memphis- 
based facility (Systems in Action, June, p. 10). 
Major Church Group Automates Operation— 
The Lutheran Church—Missouri Synod automates 
by installing a Wang system, eight workstations, a 
tape drive and a payroll system (Systems in Action, 
Oct., p. 6). 

Measuring Productivity in the Automated Office— 


Careful selection of criteria is needed for accurate 
determinations; by Dr. Leiloni E. Allen (Dec., p. 41). 
Metropolitan Life Gets Handle on Its Paper 
Tiger—Metropolitan Life embarked on a path that 
is expected to reduce its $23 million annual printing 
bill by $3 million or more (Systems in Action, May, 
p. 14). 
OA Critical to USDA Management Plan—U.S. 
Department of Agriculture Secretary John R. Block 
says OA procedures will be crucial to his agency’s 
productivity; by William Saxton and Morris Ed- 
wards (The Government Office, Jan., p. 75). 
Oil Refiner Refines Information Usage with 
COM—Tosco Corporation, CA, has geared its new 
office operations to run without consuming any 
paper (Systems in Action, Feb., p. 11). 
One-Step Checks Expand Company’s Service— 
Administrative Systems, Inc. , Sacramento, CA, has 
recently adapted a one-step method for processing 
checks for clients (Systems in Action, April, p. 18). 
Open Office Aids Programmer Productivity— 
Software engineers at Burroughs Corporation in 
Mission Viejo, CA, reported a successful transition 
from hard-walled offices to their new open plan 
workstations (Systems in Action, Feb., p. 10). 
New Jersey Agency Splits OA Responsibilities— 
The Department of Community Affairs of N.J. 
splits OA management between the technical depart- 
ment and a user-oriented OA and DP department; 
by William Saxton and Morris Edwards (The Gov- 
ernment Office, Jan., p. 74). 
NIH Develops OA Principles—The National In- 
stitute of Health’s Division of Contracts and Grants 
assembled a team of in-house people to establish an 
OA plan to help them meet rising workload demands; 
by William Saxton and Morris Edwards (The Gov- 
ernment Office, Feb., p. 18). 
Rising Copy Costs + Lowering Quality = Time 
for a Lincoln First Bank, Rochester, 
NY, decided to replace most of its decentralized 
copiers with current technology from Xerox Cor- 
poration (Systems in Action, July, p. 10). 
Site-Seller Succeeds with Non-Tear Sheets— 
Applied Research Laboratories, MI, consolidates 
all of the information on its ICP product line into a 
single notebook (Systems in Action, Dec., p. 6). 
Software Provides Relief from Crooked Lines— 
MonoGrafx IBM-compatible software has special 
editing features for preparing forms and charts (Sys- 
tems in Action, June, p. 10). 
Space-Saving Systems Solve Periodical’s Photo 
File Problems—U.S. News & World Report uses 
color-coding system to separate active/inactive files 
to solve space problem (Systems in Action, Jan., 
p. 8). 
St. Petersburg Plans Intercity OA Network—By 
replacing old systems with more advanced compu- 
ters and workstations, the city of St. Petersburg, 
FL, hopes to use resources more efficiently; by 
William Saxton and Morris Edwards (The Govern- 
ment Office, Jan., p. 74). 
System Helps Credit Union Members Feel Like 
‘Family~—The Marriott Employees Federal Credit 
Union in Washington, DC, operates with an IBM 
System/34 in combination witk a sophisticated tape 
recording system (Systems in Action, Aug., p. 45). 
Tech’s ‘Wreck-Net’ Keeps Alumni Informed and 
Employed—Georgia Tech’s alumni association sets 
up national communications network (Systems in 
Action, Dec., p. 6). 
Ten Steps to Successful Systems Design—Finding 
the best solution to a problem means being sure 
you've covered all of the issues involved; by George 
Laszlo (Oct., p. 23). 
Terminals Support Software Development in 
Living Color—SAS Institute uses color terminals 
from Memorex to upgrade its in-house software and 
color graphics package (Systems in Action, July, 
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p. 10). 

Thinking in Circles Helps Company Save 4,000 
Squares—By using a ‘‘circular’’ Centercore office 
system, Beekley Corporation reduced its anticipated 
square footage by 16% (Systems in Action, Aug., 
p. 44). 


Transportation Department Turns to ‘CAR’ to 
Solve Roadblock—Thanks to the adaptation of a 
computer-assisted retrieval microfilm system, 
records can be located in minutes in California’s 
Department of Transportation (Systems in Action, 
Sept., p. 10). 

USDA Focuses on Professional Productivity—The 
U.S. Department of Agriculture is planning a $223 
million office automation network to computerize 
clerical tasks performed by professionals; by Wil- 
liam Saxton and Morris Edwards (The Government 
Office, Feb., p. 18). 

User Involvement Key to Air Force Base Efficiency 
—Federal agencies are finding that user input can 
be the key to developing good software applica- 
tions; by William Saxton and Morris Edwards (The 
Government Office, Jan., p. 75). 

Users Drive Canadian OA Effort—The Canadian 
Department of Communications involved both pro- 
fessional and clerical users in the product design of 
its pilot office automation project; by William Sax- 
ton and Morris Edwards (The Government Office, 
Feb., p. 19). 

Coax Out, Twisted Pair In at New Company 
HQ—Northern Telecom’s new headquarters con- 
nects its 470 terminals by twisted pair wiring (Sys- 
tems in Action, Jan., p. 8). (cial 
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